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Mary Hare School seeks to respect the privacy and confidentiality of pupils 
while ensuring that best practice is followed in child protection and 
safeguarding. Pupils are encouraged to protect their own privacy and 
confidentiality. 
 
Child protection and safeguarding 

1. Staff are trained to provide appropriate levels of confidentiality, without 
compromising their professional responsibilities to protect the needs of 
the child. Staff know how to deal with and share information which they 
are given in confidence when necessary for child protection and 
safeguarding. All staff receive regular safeguarding and child protection 
training. This occurs every two years for care staff and every three 
years for all other staff. 

 
Confidential information 

2. It is not always appropriate or sensible to give absolute assurances of 
confidentiality to those who may wish to talk about personal problems.  
It may be necessary to say that information may be shared with others 
who need to know it in the pursuit of the best interest of the individual, 
in relation to any safeguarding concerns, confidentiality can not be 
guaranteed. 
 

3. The Data Protection Act 1998 controls how personal data is used by 
and stored by the school.  It imposes obligations about which data can 
be held and to the person to whom it may be disclosed.  In regards to 
confidentiality, Mary Hare School adheres to this legislation, keeping 
records safe and secure, as well as handling information according to 
people’s data protection rights.  Please see the school’s data protection 
policy. 
 

4. All house individual pupil records are stored in locked filing cabinets 
with access available only to those with a right to access or a need to 
know. Other confidential information recorded about pupils in handover 
books, sanction books etc is also stored securely. The main school 
office keeps its own pupil files and information secure. 

 
5. All recorded information remains confidential and is only shared with 

individuals with a right to access or need to know in order to safeguard 
and promote a pupil’s welfare. Parents or pupils wishing to see their 
files may do so, with confidential or third party information excepted.  

 
Private space 

6. Staff do not enter private areas such as bedrooms or bathrooms 
without warning. All staff are encouraged to knock before entering 
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bedrooms and when entering, to do so slowly. Respecting this privacy 
of deaf pupils does have its challenges, but the vast majority will hear a 
knock on the door. Should the pupil be in a state of undress, the 
member of staff will retreat immediately and knock again at a later time.  

 
7. All bathrooms and toilets have locks for privacy, which can be opened 

from the outside by staff (only if necessary) but not pupils. All showers 
are provided in their own private cubicle or bathroom, or are fully 
individually curtained. Staff rarely have the need to enter bathroom 
spaces but at times they may want to check for tidiness. In this 
situation, if the bathroom is an ensuite, they would ask other pupils in 
the bedroom if the bathroom was being used and only enter when 
empty. For other bathrooms or toilets, they would use the knocking 
technique and enter tentatively. A bathroom would only ever be 
entered with force if there was strong suspicion that a pupil’s safety 
was at risk. 

 
8. Each boarding house has quieter areas available for pupils to use 

should they feel the need for some time out. 
 

9. Staff supervision of pupils does not intrude inappropriately or in a way 
that unnecessarily embarrasses them. 

 
10. CCTV cameras are installed on the grounds for security purposes. This 

use of surveillance does not intrude unreasonably on pupils’ privacy. 
Murray House stores footage for two weeks and then overwrites. 
Murray House care staff have access to this. Campus CCTV overwrites 
after 48 hours. These recorders are kept in lockable boxes which the 
Facilities and Estates Manager and his team are responsible for. 

 
Searching pupils’ belongings or bedrooms 

11. This measure will only be taken if staff consider it absolutely necessary 
and in accordance with the Department for Education’s; Searching, 
screening and confiscation advice – February 2014.  

 
12. Searches may take place for the following reasons: 

 
- Where failure to carry out the search may put at risk the welfare of 

the pupil or others. 
- To support pupils or staff after a theft. 
- If staff have reason to suspect that pupils have alcohol, drugs or 

other dangerous items in school. 
 

13. The grounds for the search will be explained to the pupil/s and 
wherever possible they should be present when their bedroom or 
belongings are searched.  

 
14. Searches will be done as quickly as possible and one member of staff 

will never do a search alone. Private and personal items such as 
diaries or letters will not be read. 
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15. Occasionally at times such as the Christmas disco, pupils bedrooms 

may be searched to ensure that the event is not spoiled, by the 
presence of alcohol for example. Pupils would normally be notified in 
advance of such a search. 

 
16. All boarding houses document searches in a separate book and 

include the following information: 
 

- Date and time of the search. 
- The reason for the search. 
- What, if anything, was found. 
- Who carried out the search. 
- Who was present, including, where possible the name of the pupil. 
- Signature of all present, including, where possible the pupil. 

 
17. This documentation will be checked each term through the internal 

monitoring process. 
 
 
Personal matters 

18. Pupils are encouraged by their keyworker and through One2Ones and 
care planning to protect their own privacy and confidentiality. 

 
19. Each house has its own specific laundry room for pupils who wish to 

wash their own clothes. Personal support is provided from care staff 
when needed. With the exception of sixth form, all houses provide a 
service for washing all uniform, PE kit, towels, underwear and bedding. 

 
20. Girls are encouraged to provide their own sanitary protection, however 

all relevant houses do have supplies for those who may need them. 
Support in these matters is provided privately and sensitively. A pupil 
would be recommended to see the School Nurse for any concerns in 
this area. 

 
21. Staff are rarely required to help with intimate care or bodily functions in 

this setting. If a pupil with such needs is admitted, the School Nurse will 
lead the process of these procedures being drawn up and signed by a 
parent / carer. Where training is necessary, this will also be provided. 

 
Contact with home 

22. Each house has quiet areas where pupils may visit with their parents or 
guardians privately. 

 
23. Pupils are encouraged to have their own mobile telephones and are 

able to contact home in this way. With the exception of sixth form and 
Murray House, phones are collected in overnight, but pupils may 
access them should they need to. For pupils without their own 
telephone, there are a number of ways in which they can contact home 
privately, including: Using the house mobile or office phone, using the 
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house phone booths (where provided), using email during school 
hours, using house minicoms or the school fax machines. 

 
24. The school mobile phone policy states that phones will not be looked at 

by staff unless there is strong suspicion of bullying or risk of harm, and 
this will only be done with the Vice Principal’s consent. 

 
25. Pupils with contact restrictions are individually risk assessed. Part of 

this process is to inform all relevant staff of the restriction, for example, 
reception staff. 

 
Staff relationships with parents 

26. Staff are encouraged to have sound and professional relationships with 
parents and to share information with them appropriately. However, 
staff also need to have regard to the principle of confidentiality and 
their responsibilities towards pupils in their care. Staff should not 
discuss other pupils and families with parents. Parents who wish to 
discuss another pupil should be referred to the Head of Care. 

 
Care practices towards pupils of the opposite sex 

27. It is a strength of our school that pupils are cared for by both male and 
female staff and that they develop sound relationships based on the 
professionalism of staff. Staff are sensitive to gender issues, especially 
when dealing with pupils of the opposite sex. Staff of the opposite 
gender are encouraged to work collaboratively within all boarding 
houses.  It is advisable that staff refrain from accessing pupil 
bathrooms and exceptional attention is paid to privacy during times of 
potential undress.  Exceptions to enter during these times would be to 
assist if; 

 

 a pupil’s actions were to put themselves or others at risk 

 in case of a maintenance emergency, where pupils safety may be 
at risk. 

 Male parents/visitors are only allowed in these areas with 
permission from care staff on duty at the time. 

 
28. All staff should give due regard to pupil privacy (as stated in this policy) 

and appropriateness of one-to-one contact and common sense must 
prevail. This topic is covered in staff safeguarding training. 

 
29. If a pupil begins to seek out an inappropriate closeness with a member 

of staff, including inappropriate letters or gifts, the matter should be 
brought to the Team Leader or Head of House. Letters or gifts should 
be returned to the pupil by the senior member of staff and any duties 
which may place the member of staff concerned in potential difficulties 
should be completed by someone else. If the matter is unable to be 
resolved, the Vice Principal should be informed. 

 
30. If a member of staff has a concern about the behaviour of another 

member of staff towards a pupil, they have a professional responsibility 
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to pass on their concerns to the Principal. The school has a 
whistleblowing policy. 

 
______________________________________________________________ 
 


